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11. Model docuMents




Each	 subsection	 offers	 model	 texts	 that	 are	 versions	 of	 similar	 original	









An application is a formal request to a competent body.
11.1.2  Structure























Sign	 the	 document.	 There	 is	 no	 need	 to	 print	 your	 name	 and	 surname	
because	they	have	already	been	provided	at	the	beginning.
vi)  Place and date
After	 the	 signature,	 write	 the	 name	 of	 the	 town	 or	 city	 in	 which	 the	
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Model application
Name:  Anita 
Family name(s): Smith 
Identity document   
 Type:  Passport 
 Number:		 Y2369480K	
 Issuing country:	 United	Kingdom	
Postal address:	 Carrer	de	Joan	Fuster	i	Ortells,	8,	43007	Tarragona	
Further information: +34 693 455 293
I DECLARE: 
 











 1.   Photocopy of passport  
	 2.			Photocopy	of	Erasmus	learning	agreement	  








A	 resolution	 records	 a	 decision.	 It	 generally	 responds	 to	 an	 application	 
and may end a particular administrative procedure. 
11.2.2  Structure
i)		Identification	of	the	document
Identify the document with a reference number. If the resolution is especially 
long	or	complex,	it	may	be	appropriate	to	add	a	short	title	by	way	of	summary.
ii)		Background
List	 the	 facts	 and	 the	 various	 steps	 that	 have	 been	 taken	 since	 the	
beginning	 of	 the	 process	 and	 any	 regulations	 that	 might	 affect	 the	
decision. Introduce them with the expression considering	 in	 bold,	
capital	 letters	 followed	 by	 a	 colon,	 and	 write	 each	 statement	 on	 a	
new	line.	If	there	are	two	statements	or	more,	number	them.	
iii)  Resolution
Introduce this section with the formula I resolve	 in	 bold,	 capital	 letters




in this order. 
v)  Place and date 
End	 the	 resolution	 with	 the	 name	 of	 the	 town	 or	 city	 where	 the	 
document	will	be	signed	and	the	date.	






	 1.			On	 15	 October,	 Anita	 Smith	 sent	 an	 application	 to	 the	 Language	 Service 
	 	 asking	 to	 be	 refunded	 the	 sum	 of	 €225	 that	 she	 paid	 for	 a	 Catalan	 for 
	 	 Beginners	course.	  
	 2.	 From	 the	 documents	 provided,	 it	 is	 clear	 that	 Ms	 Smith	 is	 currently	 on	 an	 
	 	 Erasmus	programme	at	our	university	and	made	the	payment	as	stated.	  












A	 notification	 informs	 the	 interested	 party	 of	 a	 resolution	 that	 
has been adopted by a competent authority. 
11.3.2  Structure
i)  Recipient’s details
Identify	 the	 person	 to	 whom	 the	 notification	 is	 to	 be	 sent	 in	
the	 top	 left-hand	 corner	 under	 the	 heading.	 Include	 their	 name	
and	family	name,	address,	post	code,	and	town	or	city.	
ii)  Introductory formula
State the date on which the resolution was adopted and by whom. 
iii)  Text of the resolution
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Model notification






From	 the	 documents	 provided	 it	 is	 clear	 that	 Ms	 Smith	 is	 currently	 on	 an	
Erasmus	programme	at	our	university	and	made	the	payment	as	stated.	








This	 resolution	 does	 not	 exhaust	 the	 right	 of	 appeal	 through	 administrative	










A	 certificate	 attests	 to	 a	 broad	 range	 of	 facts	 such	 as	 course	
attendance,	 the	 attainment	 of	 an	 academic	 level	 or	 qualification,	 or	 the	




Write	 the	 date	 in	 the	 top	 right-hand	 corner	 of	 the	 page	 rather	 
than at the bottom. Omit the place name that typically appears on 
certificates	in	Catalan.		
ii)  Generic salutation
The	 final	 recipient	 of	 a	 certificate	 is	 not	 generally	 known,	 so	 the	
text	 begins	 with	 the	 generic	 salutation	 To whom it may concern,	
which	should	be	left-justified	and	followed	by	a	comma.		
iii)  Body
Begin	 with	 This is to certify that. Then state the information that 
is	being	attested	to.	This	section	of	the	certificate	is	justified.		
iv)		Signature
Include	 the	 signature	 of	 the	 person	 issuing	 the	 document	 and	 
left-justify it. 
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v)		Certifier’s	name	and	position
Give	 this	 information	 on	 the	 same	 line,	 separated	 by	 a	 comma 
but without a full stop. Left-justify it. 
vi)		Organisation
The	 specific	 level	 of	 organisation	 (service,	 school,	 faculty,	 area,	
university,	 etc.)	 indicated	 in	 the	 text	 may	 depend	 on	 the	 type	 of	
certificate.	 Indicate	 the	 highest	 level	 of	 organisation	 as	 the	 final	 item.	






This	 is	 to	 certify	 that	 Marc	 Esteve	 i	 Monfort,	 holder	 of	 identity	 document	
number	23676263M,	attended	 the	staff-training	course	Conflict	Resolution	 in	
the	Workplace.	 The	 three-hour	 course	 took	 place	 on	29	 January	 2014	 in	 the	









An	 internal	 certificate	attests	 to	an	ongoing	or	 completed	administrative	 
procedure. It is equivalent to the Catalan diligència,	 informally	 known	





ii)  Generic salutation
The	 final	 recipient	 of	 an	 internal	 certificate	 is	 not	 generally	 known,	
so	 the	 text	 begins	 with	 the	 generic	 salutation	 To whom it may 
concern,	which	should	be	left-justified	and	followed	by	a	comma.	
iii)  Body





Specify	 the	 signatory’s	 position,	 but	 do	 not	 print	 his	 or	 her	 name	 or	 
organisation	 below	 the	 signature.	 Left-justify	 the	 text	 and	 
do not use a full stop. 















A	 letter	 is	 a	 hand-written,	 typed	 or	 printed	 communication	 which	 
may require a response. 
11.6.2  Structure





Use any professional title the recipient has used in previous correspondence. 
Otherwise,	write	the	recipient’s	full	name	without	Mr or Ms.  
iii)  Date
Write	the	date	on	the	right-hand	side	of	the	page	below	the	sender’s	address.
Do not write the name of the town or city from which the letter is sent.
iv)  Salutation
Salutations	 most	 frequently	 begin	 with	 Dear and end with a comma. 
When	the	letter	is	informal,	follow	Dear	by	a	first	name.	
   Dear	Mark,	 	 	 Dear	Lucy,	
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When	 the	 letter	 is	 formal,	 follow	Dear by Mr or Ms and the recipient’s
family name. 
   Dear	Mr	Jones,	 	 	 Dear	Ms	Benway,	
When	 you	 do	 not	 know	 the	 recipient’s	 name,	 use	 the	 phrase	Dear Sir 
or Madam followed by a comma. 
When	 the	 letter	 is	 addressed	 to	 a	 group	 of	 people,	 follow	 Dear by 
a common noun. 
   Dear	student,	 	 	 Dear	colleague,	
You can follow Dear by a capitalised noun to denote the recipient’s position.
   Dear	Coordinator,		 	 Dear	Head	of	Studies,	
v)  Body
The body of the letter should convey the information in a direct style 
and	be	paragraphed	appropriately.	
The	following	phrases	may	be	useful.	
In	reply	to...	 	 	 With	reference	to...	 
I’m	writing	to	enquire	about...		 I	am	writing	to	inform	you	of...		  
I was happy to learn that...  I was sorry to hear that...  
I	would	be	grateful	if...	 	 I	would	appreciate	it	if...	  
I am please to announce that... You will be happy to learn that...  
I	regret	to	inform	you	that..	 	 I	am	sorry	to	say	that...	  
You are advised to...  You are requested to...  
Please do not hesitate to...  Please feel free to...  
I	look	forward	to...	 	 	 I	am	looking	forward	to...	  
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vi)  Close
The	 close	 is	 a	 formulaic	 way	 of	 ending	 a	 letter.	 Capitalise	 the	
first	 word	 and	 follow	 the	 last	 word	 with	 a	 comma.	 Leave	 some	
extra space above and below the close. An acceptable formal 
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Model letter 1: giving information




As	 the	 coordinator	 of	 this	 year’s	 Erasmus	 Staff	 Week,	 I’m	 writing	





Turning	 to	 the	 Staff	 Week	 itself,	 on	 Monday	 14	March	 we’ll	 be	 having	 our	













Model letter 2: asking for information
Observatori del Tercer Sector 










I have recently seen your announcement in the journal of the Centre 
for	 Educational	 Research	 calling	 for	 papers	 for	 the	 Fourth	 International	
Conference	 on	 Effective	 Governance	 and	 Learning	 Leadership,	 which	 you	  
are	convening	between	16	and	19	June	2015.	
I	 am	 currently	 engaged	 in	 research	 on	 the	 service	 delivery	 relationship	
between the voluntary and public sectors and I would be interested 
in	 presenting	 a	 paper	 at	 the	 Conference	 if	 you	 feel	 that	 my	 work	 is	
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11.7		E-mail
11.7.1		Definition
An e-mail is a form of written communication sent by electronic 
means. 
11.7.2  Structure
i)  Subject line
Keep	 the	 subject	 line	 short	 and	 provide	 specific	 information	 about	 the 
content	 of	 the	 message.	 Use	 sentence-style	 capitalisation	 (first	 word 
and	other	nouns	that	would	be	capitalised	in	running	text;	see	Section	3).
ii)  Salutation
Tailor	 the	 salutation	 to	 the	 person	 you	 are	 writing	 to.	 The	 salutation	 
generally	 starts	 with	 Dear followed by a name or position and ends 
with a comma. 
   Dear	Marina,	 	 	 Dear	Mr	Davies,	
 
   Dear	Head	of	Department,	 	 Dear	Coordinator,	





  	 I	am	writing	to	inform	you	that...	
And	the	following	is	an	acceptable	informal	beginning.	
  	 I	am	writing	to	let	you	know	that...	
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iv)  Body
Formal	 e-mails	 are	 very	 similar	 to	 formal	 letters.	 Therefore,	 the	 same	 
guidelines	 can	 usually	 be	 applied.	 For	 useful	 language,	 see	 Section 
11.6.2(v) Body. 
v)		Closing	sentence
The	 closing	 sentence	 is	 commonly	 used	 to	 offer	 thanks	 or	 to	 state	
what	 kind	 of	 response	 you	 expect.	 The	 following	 is	 an	 acceptable	 
formal	closing	sentence.	
  	 I	look	forward	to	your	response...	
And	the	following	is	an	acceptable	informal	closing	sentence.	
  	 I	look	forward	to	hearing	from	you...	
vi)  Close
To	 close,	 use	 the	 formal	 Sincerely or the informal Kind regards
followed by a comma. 
vii)		Signature	line
Write	your	first	name	or	your	full	name,	depending	on	the	level	of	formality.
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help in this matter.
Sincerely,
Manel	Puig
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11.8		Agreement
11.8.1		Definition




The	 title	 identifies	 the	 type	 of	 agreement	 and	 can	 also	 name	 the	
parties	and	state	the	main	objective	of	the	agreement.	
ii)  Participants
This	 section	 identifies	 the	 parties	 signing	 the	 agreement	 by	 their	
full	 name,	 position	 and	 institution.	 It	 also	 makes	 reference	 to	 their	
power to represent their institution or act individually. Introduce 





This	 section	 sets	 out,	 in	 separate	 and	 numbered	 paragraphs,	 the	
precedents,	 the	 willingness	 of	 the	 signatories,	 the	 legal	 framework	
and	 everything	 that	 needs	 to	 be	 taken	 into	 consideration.	
Introduce it with the word state,	 centred	 in	 bold,	 capital	 letters,	
and	start	each	of	the	following	paragraphs	with	the	word	That. 
iv)  Clauses
This	 section	 includes	 the	 specific	 clauses	 agreed	 to	 by	 the	




Close	 the	 document	 with	 a	 sentence	 acknowledging	 where	 and	 when	 
the	agreement	was	signed.	
vi)		Signatures
This	 section	 should	 include	 the	 signature,	 name,	position	and	 institution	 
for	each	of	the	parties	signing	the	agreement.	






































Both parties state that they comply with all the provisions of Spanish Law 
15/1999,	of	13	December,	on	Personal	Data	Protection	and	Spanish	Royal	Decree	
1720/2007,	of	21	December,	which	implements	Law	15,	and	acknowledge	that	
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7. Jurisdiction and governing law
The parties submit to the contentious administrative courts of Barcelona to 
resolve	any	dispute	arising	from	the	interpretation,	application	or	enforcement	
of the provisions established herein.
In	witness	whereof,	the	parties	hereto	sign	two	(2)	identical	and	equally	valid	
counterparts	of	this	document	in	Barcelona	on	30	April	2014.
	 Joan	Garcia	Romaní		 	 Sònia	Capdevila	Tena 
 President    Rector 
 Universitat Oberta de Catalunya University of Girona
Universitat Abat Oliba CEU 
Universitat d’Alacant
Universitat d’Andorra
Universitat Autònoma de Barcelona
Universitat de Barcelona
Universitat de Girona
Universitat de les Illes Balears
Universitat Internacional de Catalunya
Universitat Jaume I
Universitat de Lleida
Universitat Miguel Hernández d'Elx
Universitat Oberta de Catalunya
Universitat de Perpinyà Via Domitia
Universitat Politècnica de Catalunya
Universitat Politècnica de València
Universitat Pompeu Fabra
Universitat Ramon Llull
Universitat Rovira i Virg ili
Universitat de Sàsser
Universitat de València
Universitat de Vic · Universitat
Central de Catalunya
